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] 5 Y T omed
peviged agaording 4o the formals of Taba T and I

2. Thsi provodures for using the roy i sed e;i”’*:f:z al rooerd
pope, 1T8h B) provide for rlacing wir sipnatures of m;me;mtina«
@i%*lg and pelensl oz of leers and the :..rv.ﬁ.t;i;gls of sm@mﬁa,;
sfrigers en the tirsh rege of the reaord 207y roeRrdlasis O
wheiher tha dizpatch iz ohe or mOYe pARGS iR Tangth,

3, ihai & nrosssenbled carbon 1atarlesved dispetch Bl be
adonted 1n hesaftpariers ant tre “leld,

. . ) cx g T WS - % for &

ie  ihat the Uffice of vormmricstions mest its reed :
,W;’;S i‘g;ﬁ Mspatah formab and preassstbled set by slioptlig the
digretch sot recognended {or lhe ‘gpant¥e

e That a starderd rorTeduoible aastar t;@m*iwgwf ﬁiw
rormat be stopbed Agency wide fer prepsring Sispaicher e watring
more coplas bhan eon bm PRC tizally uroduced by typevriter.

Y
L ow

1. Thm dlematoh formet of todsy is the serd & wial aiopled
fran 0 in 1952, Sises then mereus recawsetristions Nawvy bees
e e o § ey g O kst © vl tha Drocdw
ade Tor improvisg the desizn of Ww rkimxg.‘ st [ofR rd fhe oros
dures ‘or s preparstieon ano haruilings “ighbeen ﬁi Lhease wore
wrployae syrrectlons, teven of whinh are still rewiing.

2, iwe wrewlous pbudies have 2 e@im‘t w@“sg ?‘ﬁ i{xig ramft.
The fireh wam oondhigled by Srgmﬁsﬁ%ﬁlw and Haihods ee:rmz;z i o
1952, Toe B fupust 1952 renort on thie stady “‘Wﬁ”}ts&ﬁ Wmm
menke in ths doslem of the diepston form and nmae&é '*'“ff m"ff
nreasronbled setr, The seoond sy a;:s:zcarmsé iﬁn? mﬁsﬁdg-«ga ef
2 Reomateran,” o corrmnication vhich 18 fyeed on & fﬁi"!f %.ixf» m’"m&ﬁ:
copates 8 reoradugible npstor, s tronomitted beteeen the 3;:, A ;zfa..
seadpartors My pouch, and resclves sirmlbeneoas, ;mlti*le ::aﬁ:.f |
wgtion at hesdgosiers, Thic atady =ss sale in 1‘?_;!; i'* tm: TR
ngnt Uf Pioer {97 Arewt., The 1D taroh liffé;,! ropert o0 ‘t;&if.g mv
sontaieed the vellowing raonmee datlons paridoent to the prosent
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ae  TUn e anvosption vhat the 11 is pricwrily ine
terusicd in aillateney sl ecorory of acrmnieaiions
ratnar than oW one procedurs, PRr Bs, 1L Iin resemrere
ed theat the mpenoe of ¢ corclugive trial of & thixyd
rpe of sommnlonidone, the posahores, be treurred
only 17 other resewiondations Yer lmproverent and
strasmiinioy of present sethods, foros, and nrecedupss
for cormnicaiion sre scoevtad and 41 to schieave mube
rhertdslly the sume rooults dovired of the ooucheoim®

e  "Thet H/Pfidedn epor lnate the developrent of g
standiscitized Jorw or formet and prosedures for procete
Firg oirenlar dirmatabes of s Yvook' aad Toaltiple
giovestas’ tvoe, shish mdehb elio e utilized vhere
#1%irle fAnferstion eoples commod be praversd in gip
vy A P

(TE, eESiad b

o

i. Thres sxvverleatal orograos ware sried do inpvove pouch
sraffler (&) The nse of x pouchgram by the U fise of Jeernnisse
wiongy (b} the lmprewment of cooriinelisn time Yw the N0 /F
xaoukive Officery =od (o) & Cact pouch systen by the TU/P lxecte
tive O osr and the acorde Intepretion Tlvisleon, Howmewse, $hess
taste had wa olrsey oo the desion of deopeich feraz, There 5341}
zgiste the problen of ryovidlng a sore efliclent o’ ecoracioed
=attiun for mroparing dlspsiches, iigh will effeat mamporur sevinigs
vt promote farther reductions In erble traric. In siditden, the
Uitios of Vommarisaiions has ruruested (mpt 2 revised dissatch form
In rwearertled sots be vrocurcd Jor 1t exelusives use, The prodleon
ig Uma tvefeldy To rrevide an Lupreoved -zency disratoh Tore vhich
AL ddeg sewt the ceeds of the 87Tl of Sovwnlsetiona,

2, m Yw basiy of findirgs and comclusions of previeus stedlss,
ard veseweandsiionz in enlovee sugresiln s, & rtodfy var urdsrtelen
A the prdiepry ehisstive of develonlig an Loprovwed Algrele’ Torv,
ot overlecksd wes the possibility of incorporatiiy Snto the lesten
of & voviesd foym a wosny o slwllily the abetracting of inforsstion
foge dispetchgs B the Ymeceds foberrsilon Uwlslon, 10/%,  Havever,
1t =oon besms aposract during the sludys that s altepis Lo uda
i dispatoh Term Sorve maoh & sl sorpose would e detelnendsl te
g wmedn objecllive of providirg on Preroved commnlontdons ~edfu,
Tith this sadn ellective in view the study wer oontned to the Mol
Inwing thrae sraaws
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n, Fawising tho dlopghioh 1O,

Y

The use of opeasveabled mrte to marepave disnctchas,

©. ihng use of 2 sis-daxd revrodiolbla rmaster Lo prenare
mltiple cory dispatchen,

1. Findirgs

8. Torm do. 5128 (Tah 4} iz ueed in headguariers for
the original of the firet rape of a dimatch, Form Ho, T1.29
foghy B) 42 uszed in besdguarters and the ficld for the ol fcie)
record copy. Form Yio, S1-234 (Teb ) 1s used in the field for
the orizingd of the fired page of & disvateh,

he Hasiingm on rwesent disrsteh forms erc not aligned
sseording to tyrewriter epacing. Tor perfect slipremat, typlists
mint dlsengagze and yeset the oarvisres of thelr typewritere for
the headings "To,* *Frem,” "Subjest (Venersl),” and *uhjent
{fpaaific).”

o, Healirge sre poerly arcangesd sid thas woste speoe
nocded for the messsre. Ln sddition, thelr poor srvarwerent cone
sidershly votacds tyning operatious,

de The spsss Jor "Wit {(fpeeify 2ir or “aa %uchi® la no
lonzer nwoded cinge andy alr poush 18 ased,

a, ihe sogcs for dispatch mmber ghould be lawer o neie
the mpber »ore promineni vhen dlapetchas arw fastened at ths top
in Jolders.

foe Then mruparing & ome-pags dispatch, & typist iz 2t to
1l at the bottom of the eriginad the titles oF emslosures or Ais-
trbmtion addressecos shick will zhow up on the carben comyr ef the
affigied ruserd copy in the mpeces where «fTislels sust sign or
indtial, | “onteofl™ -arkisr Lo thersfors mgeded on fore Sageti-2f
and Mgi‘?t

2. leewsoisn sv! Soenslaxions

Z2e Tha dlspaich formet siopted in 1952 Ip invefri et s
outmoded, IDawroving it o:lle for revisioms sougorcing (o rezormived
fovem shendurda,
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“eUrey

De Tabs 7 and © sre reseywnded revisionz of the loruats
for the oririnsl, fora Jo, Wl-20, ned the official record copr, Forn
Ve Tim29, in svition fo furoishinge 35Y move wmosmage coacs and QoY
raating other deliclancies, these reviaionst
{1} Yrovide spaces for ths wullerm plascrent of "inforna-
tion iddressess” srd SHeadgusvters File To.® and proprinted coaptlens
for thase onbriss,

£2} Comblne the "Heneral” and ““recifis” mihlest hesdlugs
into 2 =ingle hesiiag, " ubject,” hiz revision mroverts wasting the
soeee of an entire lise dhen gorer:ily arace Tor ondy org word (@ufes
sdalelelrative, personmly eto,) 12 needed, The gensral eod secifin
miients oan be showen as Jollows:

“erepnwl/1NY for John Doe

(3} “ecooe Ly 20 seconds per dlepateh the sumomnt of
time peinired 30 e hewdilngs, Tostz showed that the tvrlag of
eacings on form 0. 5128 required ar aversre of &0 secosds, wherass
hegiings on the mopoeed ravision (Tab II) sould be completed in ar
sverspe of K0 sscands.  Sppronimnitsly hG0,000 2ispatotes arz prepered
soymedly 40 headimarters and the flsld, On this basis, the proposed
rovision eenlsd eiTent mvings inm typlet elverd 2zt the Gleh lsvel {(third
aton} velned ab 23,022,

se Taks U an! L preovide for rleacine the G nae o
pgdorgm edematupe of P siondng o Tioied on the lest page of &
dispatel, a7 is presgatly Jors. Powever, the slomatures of relsasing
or mytheanticeting aflieers, and the 1nltizlz of ceoariinating ofTloers,
vould corear only on the Tirst pasc of the o/flotal regord oory. This
iz pruponed for the folleslog roeconst

{1} Thwrec types of forsd weuld have 1o he procured and
stouhat, and stored in typlets! sdenke, i{ prerwinted orptlons for these
signatures or initisls were to ancesr slosys on the last nace of &
dispaton. Yne form would have hasdings enly, srothar rould have slge
tupe arvt indtlel spacet only, o rrovide for dleralches tre peres
oy gore ien langth, The third tope, for ongsepage denaiteres, vould be

idertionsl to Tab Y

%
5

{2} ‘ower 1 additionel costs would result Irow using
throe foroy pather thin eney perticalarly 17 dirpateh forns ave nsed
in pressscebled sota as recomngndad in this veport., Ubvigusly, there
wpuld be the aodad gxpanse 0 proours and siock the extirn foras, ‘ot
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thase comts are not e slrpnificant as thoss which nieht stes irow
somplications ei the typistie level frow asing three Tyras of JorTws,
‘ot exmoples 2 typist «111 have to deternlne the correct form to
e, LT she ovar o under ssatimater Lho nepangs lemrth, the farm
rhe has sslected =111 be nnsuitable, setyping the nensage o0 &
soreeet form oay then he mecessary. The use of & sligle iom will
stervizedize nrosatures snd remove the guesvenrk irom soleating the
corrost form. Tirae, tampars, acsd taypayerst dellars weuld be saved.

£} it hme been arsued at unlass sirnacures or indtlsls
sre ronpired on the leet vare of tie ollislal record ooPy, rﬁlﬁzai@ »
sothanticating, and goovrdinating offioeh »ill fail i resd s sndlre
Alermiche Shis is mupstiorer, The toxbt of the sacssre, Hhe abhsarce
of a slgnstire lire snd toe 1list of distritution adiressees, acd the
cpegores of 8 B=1lob S to inlicals thei the sessega 18 scontimmed
are vositive sirsals e rrovest this miztoke, Signinn thz first
nise of a deowerh nobaining severcl peres 18 a6l o 1w congeite -6
im a conon rrecties wiih respeet Lo roporis, staff studlas, and
sthey bulky dotmmonise

thy | ] Franeraiion snd Toreeriiag of Tise
ratares to the leld, rejuires that vhen dlspeiches have Man GO0
,ated, suthenticated, and ralsased, ithey will Yo sxzcmbled for

S

s eiivg bo the “ecerds Interration “dvisien with the wellow oS 2

gl recerd sooy on bon, ‘ollowed by the orisinel for the riald,
TE hpe phsrefors hecoms a oerron prigtloe Yo assashlo dispetones
in this mennar before conrdiratlon, sothenticatlon, &nt relesss,
tq @ restld, tras-nghe algnatare iepressions gon be treoneposed WO
P ovleinel. Shile his is & precedurel probles; 1% is badng i
canned 2% this oolst besasse of 118 hoaring on the placessnt of
#henatnrey acd initials oo the firat page of the official record
copys ror if dispatones wers sssenhled wiih the origingl on on
neforg soordiration, suthentication, and relsasc, mob oty would
3 roositle brossh of ssourity be mvoided, Wt slso Lhers wonld be
~w justilleasion for 3 coerdinating, mithenticatirs, or relesasing
o Meer not ressine the entlre dispateh,

3, Heserrmandalions

eaonnerdation oe le Thel oresent dispete: forss, Tabs i,
i, srdl G, be raviced sororilcg to thoe formats of Tabs U and 5, %o
inproase ~estere sneoe and to fmrrove yplrg opsrailons,

ofiicisl Yesord copy (4D &) provide for placimg tho aisratures of

suthantiesting and releasing offlcsre snd the irivisly of coeordine-
ting offleiala on the first nage of the resord oaby, rapardiass of

shether the Menatel is one or =more pares in lampid,
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1e flrdlows

§ .‘ p N, " -r“s’tﬂ'!:v g iﬁﬁ
. ‘ppreximately 288,000 disraiches ammally are FRee.
by mmmz;m;% frem the field, Officials of KL/FI ,m%ﬁtm %ijaﬁ |
ma!y ece percent of these are not rrepared on printed foram, “’_m
sondes are rrepered slmost sxclusively on resalar tisme atatlionery
siroe Lettersx is not vet used extensively in the riald,

; 7 PR ' ’ ey ded

W, ‘poroxizstely 122,000 dispatahes ammally are i&«wam
1y Sendnuarters to the fleld, Al} are prepared on pristed fores, It
n setimated thst sbout fifty peroert of tha sarbon copiss rrepared
in hasdouacters are typed on Lettorex.

c. Hapatess origirated in the field mverage six coples
(Tebd ¥l

. 5he mrbor of coples for dispstoles oririnated in w/e
varies @ri‘% gix Lo thirteen, The average s shout sishd coples
Tab {3}‘ : .

8., The mesher of copies for fispaeies orisineted in overt
“gaffs an’ Offiges weries from oight to tan. {(Tab H)o

f. The lghay cost ln mfkmarharﬁﬁ{mﬁaﬁm of toping) to

propace 100 eight-oepy 4ispstch sots unlng Form Hoe,S51u88 and |
ardl letierex, is 33‘343?;. (Tad 1), The saterial cost is $3.25.

ge The labor cost in the field {m:m%w of % A ﬂém .
cenare 100 eight-copy dispatel sets using form los.S1-20i and S1-23,
@" s*znml’.? t.:,i?ma stationery and reasadls cerbon paper is 25,26 {(Tah J).

The materd: 1 somt im #2.65,

shar cost ‘arclisive of typing) te mrepers 100 dise
patch s*g; u m if?ight-m mreasvesdled oarion interlesved sed
would be £1,00 [Tab X}, 2 leading oesmercisl supplier of spocialiy
foyms sstingtes that materisl costs for 100 sets #4311 renge from
21,50 to Zh0e

2. Mpoussion ond Conglusions

s : net saving of 72,023 ammally could be reslized in
nesdauarters by veing 8 pressomsbled osrben interjeaved msp-oul
digpateh met (Teb L)e 1 vet saving of 28,151 anmolly is possibls

SFCREL,
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in the field {Tab M). Total snmual net savings of £10,184 could
be gnined Agency wide. The type of set which would effect theae
savings {# descrived as s double gtub carbon Interleaved smmp-out
set. The dcuble stud festure would simplify separating Tleld and
headguarters coples for reinsertioc 1n the typewriter. Such a
get is metumlly tvo sets olned together st the top with & light
gumming subetaoce, Teb % iz & mock-up of 8 double stud set, Tole
thmt the Tiret part of the set has the top left corner cul 0
facilitate separaiing the two stubs, : :

b, The type of set proposed for Ageney~wide use should
econtain the Tollowing sheetls interleaved with one-time carbont

Part 1 '
s———Zriginal (Tab D) printed on sterile paper the
same welght as Form ¥o. 51-28 {Ted &,
¥hite tissue with the Tersat of Tad D.
white tisgue with the Tormat of Tab D.

Pprt 11
B #E1 0181 Hecord Copy (Tab E) printe? on sterile
paper the sawe weisht and color 88 Tore Ho.
5129 {Tab B).
¥hite tissue with the format of Tab E, exclusive
of the words "Recerd Copy” st the bottom.
fame an shave ,
Saxe #£s abhove .
Same format as above printed on blue tlssue.

¢, This pet will meet the basic averege requirevents Tor
coples in hesdgusrters and in the field., With the exeeption of not
providing & pink pouch resord copy, the set also will meet the
specific requirewents of the sPfice of Communications. Afditional
copies depired for elther headquarters or Tleld distridbutlon cas be
preparsd on Letterex sheets inperted into the set, Prom 4 security
stanipoint the use of this set should be scceptable in the Tleld
wherever prints? Mspateh forms are novw used. :

4. It shouid be noted that s cerbvon interlsaved st with 8
stub at the top for removing carbons is pot used without one 4lead-
vantage. TO correct arbon copies & typist must Cirst tear off the
etub. However, this ilssdvantege shouid not apply to more iian 20%
of the dtapaiches prepsred, The benefits of using preassembled sets,
newely, me% efficient mu{g aperﬁimn, st.?mrumzpro;:ﬁms, R

' BE TRORNE $ igher oyee morsle. r excesd
%%& in gtﬁmm@ anfl the s*i:-j’ig aiditions] materis! ecast
of preasseubled srte over unessewsled forss and latterex,

Approved For Release 2005/08/24 : CIA-RDP70-00211R000300020004-1
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seppmnendation lios Je Thet the drmatel: got daseribed
atowe he adapbted for use in hesfmartera and the fiald.

inoemc-dniion do, he That the Uifice of Goremnicetions
et 1t need for & svecislized dispatch format axl prosaseshled eet
by adoniling the disvsteh set recomeded for the fgenty.

5 R s S SRR Y e hon VOEEE eI s Mg T k% Ff!'g,t;ﬂ’ﬁg'\'},}?@
T, T UTR OF AEPEOPIUTELE sASTRAS 0 rREVadE UELITOLE OUFY TRORALES

1. findigs

3. There iz no standard reproducible »aster of rosadirs
for provaring dlspitetes repiring wore sopiss than can b8 produged
resticslly by typeswriter. The 15 Harch 195k report on a preposed
nowchgram rrogedure showed that four sres divislons wers oreparing
ruitinle sddressee dlspatches on heotopruph smsters, using the gen-
erel formet of Form Nom, 51e28 amd 51-29, That report recewanded
the development of a stardardinzed formsl or fore ot vrogedures for
mrevaring dlspatctes of this tyne.

he Ten pereert of ths 132,000 diepatches -z:r:f;:ﬁ.rmwé swwzlly
in hesdgnariers are regpared on heoltograph nesters, n eoploves Suge
geatdon from the Tlsld indlestes thal sta dard reproducible sssiers
sra rweded syersess for worarinp mltivle eddresses dispatches.

t. ‘he aversge time recuired to tyne a ctewpage disnatoh ia
fen mimutes, Ihe lshor oost st the % level {whird step) 1z about
€,29, b pvopyodugible master with proprinted hoadings, sesembled in
% met with three sheels of tissue stetiomery isberleaved =ith a@.@m
sarbon peper, rould eost shout %,1l. The maester alore wrild cost only

2, Diagus-fon snd Gonglusions

2. Uniformity is essantial to sfficlent correspendence
opsrations, ‘he lsck of a stendard reproducibls master w?.”m e
privied heatlnge hes rrevented ssieblishing anifomity. in addle
¥on, this deficiency has inersasod typing costs two ways, I a
typist selsots to rrevare all the copies of & mltivle addressae
Mapateh hy trrewrlter, typing cosls say be doudbled or tripled f@«
panding on the rushar of typings necezsary. flowever, evan 1f she
chooses to rrepars the dlspsich on a blank havtograph waster, tf“%%m
15 atill the a'ditlonsl cost of Wwrine in the hesiings of the dlo.

. pateh format,

-.a!fg;t_]
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ety = pabled in a oot
u, & nreprimted heclogrsph master, ansehled In & set
sizilsr to that used for cabler (Tsd G), wonld standardize proce~
dures and elimingie wnregensary typinge Sweh s set should con:lab
of the Tollovdrgy
Dripingl - The foremt of Tab U preprinted on a
dge proof black carbon hectomrsrh: mastes
overcoated for rrotsotion, _
orfictal Pecord Copy - The fornat of Teb ¥ printed
on starile paper of the same welght &l color e
 Form UYp, 5189 (Tad B), | o
Inforsatdon Sopy Internal) - The format of Teb X
(amelusive of the words “lecord Copy” et the bottom)
prirted o~ xhits tlasuce, | |
Oriziratorts Chreno Sopy - T 88 Lnterval inforuse
tion copy excert risted on blne tisms.

This set =111 peet the everage rejulrements for umrml
ooples in sither headjuarters or 2 fiald station, Additdonsl ceples
tor Interral 4isteimilon can be reavared on lettorer fxm W
seto ihe set, Jrom s security stardpelint the use of thia set should
be gooeptable in the lleld wherevor printed diecatch forsms Are mow

netdy

Cs

5. That the rerroducidle hectograph
adoptad Tor use In hesdinarters and

SPKEL
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